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WHERE DID THESE REQUIREMENTS
ORIGINATES

-

These Minimum Aceeunting Requirements hava been prascibed
by tha Chief Examinet of Public Accounts, under the authorthy of
The Code of Alabama 1975, Saclion 41-5-23,

The recuiremsnts praviowsly In ploce were regulredlo be 'n

operation no loler than Octaber 1, 1993 in order 1o standargize
the ascounting systems fof Probote afflces statewlde,

-

v

Although the mefheds of aecouniing changed over the yeors,
the guldslines wera essentlally the same, so they remalned
vnchanged urtii now.,

¥ These are the *minimum® requirernents that must be In place.
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CONTROL ENVIRONMENT

» The Probale Judge shall establish a confrol ervironment to provids
reasenable assurance that {he requlrements of the offlee are belng
achleved. The Frobate Judge Is required to remlt all meney racelved by
him/her and also furhish o lsiing of el llcenses sold by him/her for the
reporiing perlod. Adequate controls must be established to ensura that
fhess statutory requirements have been mel,

The spectfles of these contrals wlll vary depending on the slze of the
office, types of fransaclions, and computer systerns among ofner things.

v

-

The examples provided are not meant to be all inclusive andd shotld be
modified to masl the speclile needs of each office,
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SOME OF THESE CONTROLS ARE:

-

Procedures sholl be In place to engure that recelpls are properly recorded
and deposlted, Thiswlll Include astablishing procadires over the
coshlering function and ths dally cash checkup wih appropriate forms fe
e used for the reconciing of cash ta the receipts far each cashier,
Proceaures must also be in place to ensure that cashiers da nof work out
of the same cash drawer and there Is an adeguate audi frall eoch time
money changes hands,

Procedurss shall be In place for recaording cash over or shorf as reflecled
oh the dalty check-up form,

Proceduras shall e In place for summenizing informallon, posting 1o the
cashbook, making manthly and annual reperts and reconcling the bank
acgounts to cashbook balances,

v

-

SOME OF THESE CONTROLS ARE:

Procedures shollbe I placa for preporing and making dally deposlts,

* v

Procedures sholl be Ir placa astabllishing the auihority and
decumentallor required for deleting or changlng a fransaation as well
o proceduores for dacumanting and preparng refunds, A repor] shall
oe avallable for revlew of all fransactions which have bean deiefed,
changed or volded and ihk report must be revlewed peradicalty fo
ersure the vallalty of the medificatons,

4 llsiing shall be mainlained of all employess and thelr responsibiliites,

Proseduras shalibe I place to propery acoount for allllcenses and
dagals.

v

-

-

Procedures shall be In place *o safeguard Informatien tachnology
wasswards and ensure that ether controls are established over the Inpy,
of Infermation Into the computar,




MINIMUM ACCOUNTING REQUIREMENTS ~
INDIVIDUAL DAILY CASH CHECK-UP SHEETS

» Thase dre to be prepared at the end of sach day by each petson
responsible for cosh collections.

» Thisreperi reconciles the recelpts lssued 1o collectlors by cosh, check, of
credil cards,

» The example ptovides for tha recording of cash over or shart for the day,

» Vhen Ine dally checkup s complete, edsh ond shecks are then giver to

the person responsible for making deposits with appropriate
documentation of the amaun? of cash chanatng hands,

» The dally checkup shests shall deldll the type and amount of fransastiens
from each cashler composing the deposlts,

v Deposlts must be mads Infact,
v Individual Check Up Sheei.us
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MINIMUM ACCOUNTING REQUIREMENTS —
SUMMARY CHECK-UP SHEETS

» This wotksheet is Used fo summatize the indlvlaual dally checkup
sheals.

r Tne iolais on thls sheat are used to pasl the cashboaok dalry
transeizilons,

» Surnmety Check Up Sheet.xlsy

MINIMUM ACCOUNTING REQUIREMENTS -
CASHBOOK

» A coshbook shal be mantained that shows the dalty disiributian of ail
callectons, the eash over of shart for each doy of the reporiing pericd and
ine actual bank deposll amouni,

v Onca an entry s made to the cashbook, ne changes may be mada le that
day's work,

» The cashbook also shows ihe disbursement checks and online transfers for
Ihe reperting period,

All ditribullonreports must be reconciled lo the coliectlons s reflected on
{he cashbook befors crecks are wiitten ar enline ransfers made,

b The selectonsless Jhe abbutsemeants should leave o zero balance Inthe
cashbook excapl for amounts nat due to be remlitad.

All discrepanales must be 1dentified,
Coshbook x5k

-

r v




MINIMUM ACCOUNTING REQUIREMENTS -
REFUNDS :

-

Asummary of ali refunds shall be made for each reporting perod.

v

Mo adjustments may ke meade to the dally work once the eniry has been
s fo the cashbook, A refund must be made,

Originalrecelpts and a brisf explanation as to why the refund was made
musl be melniained for examination purposes,

-

L

Taxpayer slgnature acknowledging agreement with the amrount of the
refund rus be malntalned,
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MINIMUM ACCOUNTING REQUIREMENTS -
BANK RECONCILEMENT

v

All bank aceaunts must be recanclled to the cashbook monthly.
Arr andlysls must be made of all balances on hand,

A3 of the |ast day of the month, there will tyolcally be some grnounts not due
lo be roml¥ed, These amounts wit nol ba pald aut unfila subsaquent
perlod,

v

v

-

Addifionaly, there will dlso be ofher reconciling ilems such as the cumuiative
total of cash over or shorl, the tolai uncolescledretumed checks, bank
interest not remitled and bank charges.

» Bark Reconolliatlop.xsx

MINIMUM ACCOUNTING REQUIREMENTS -
RETURNED CHECK REGISTER

This reglsler shall refiect all returned checks Including the foliowing Information:
» The transoction date
» The dule returmed

The bank or bank acceunt on which 1t was returned

The maker of the check

The ameount

The dale coliected
Amount of fees collectad
» The balanees uncelecied ot the end of ench month
eturned Check Reglsterxlsx

.
3
>
+ What type of fransaction H was for
>
»




MINIMUM ACCOUNTING REGUIREMENTS -
VOIDED AND MCDIFIED TRANSACTIONS

» Docurnentatton must be malntained for all volded fransactions that Includes
the originalreceipt and the reason ihe fransactions were volded,

» A repor] and decumentalion of the reason shallbe avaiabie for ary
transactior which was changed or daleted.

» This repor must be sxamined and approvad by supervisory persannel
maninly.
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MINIMUM ACCOUNTING REQUIREMENTS ~
REMITTANCES

¥ This s asummary of allremifances made eoch year o the various
agencles,

The Information for the sumrmary Is taker frotn The total momhlr
dlsbursamants shown on the cashbook and posted to the remittance
summary.

This suremary is then fotaled af the end of the year,
Remitlances to Sfalexsx

»
»
» Remifionces to Counby.lsx
»
»
»

-

Reritiancst to Counly Schools sk
Eemitlancas to Municlpalifles.xlsx
Eernittancas for Other.xlsx

r Remitances for Fees & Commissions.xlsx

MINIMUM ACCOUNTING REQUIREMENTS -
LICENSE AND DECAL INVENTORY

» Allllcenses and decal numbers must be accounied for,

v

A log must be malnialned of all the llkenses and decals recelved from the
stale and the ourent location of thase if thay have beesn asslgned to
parlevlar cashlars or solelite locallons,

Reporis must be prinfed by decal number at least monihiy neding any
sklpped numisers,

Reporis must also ke prinied for skipped and volded decals,

Any pre-numpered llcenses far which the pra-numbetingis the nimber g
wsed by the rece’pling sysism must be Inventerled perladically,




MINIMUM ACCOUNTING REQUIREMENTS —
CREDIT CARDS AND ONLINE TRANSACTIONS

-

Records shall be ma'nfalned thal report qil credlt card and orline
fransactions Including detalled Information about tha transgeilans,

v

Reporied ameounts musi be regenglled to the deposits Inlo the bank
aceount monthly,

v

Edch deposti made by aredil card or onlne vendors musl have o
comesponding report avollable to sthow all of the Indivldul fransaetions
composing lhe depastl,

-

Cen'tagts with credil card or onliha vendors must be signad by ine coun
commisslen and on {ls In the Offfce of Frobate Judge.,
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MINIMUM ACCOUNTING REQUIREMENTS -
TAX LEVIES

v Documentdlion musi be on file for all tax levies, Inciuding beth ad valorem
jaxes and sales 1axes that are eollecled by the Siflce of Probale Judge.

+ Cocumentation must also be avatable far tha fax rates being coliected In
The vartous disticts and the distibution of those axes,

MINIMUM ACCOUNTING REQUIREMENTS -
SPECIAL FUNDS

v A coshbook must be malridined for gl special funds of the Probale Judges,
Including Indexlng Fee Funds, Copy Funds, and the like.

v This cashbeok must calegorize receipts and expenditures,

+ The cashbook balanee must be reconciled to the bank stafement ona
monthly bass,




END OF FISCAL YEAR REQUIREMENTS

Egch Judge af Propale shall submit the following infermation elechenlealy to
tha Department of Examiners of Publlc Accounls no laler than December 319
following the end of each fiscal year:

v Cerdlficate of Compllance with Minlmum Accounting Regulrernents
erlificats of Complignee,docx

Cashbook detalling recelpts, disbutsernants and baiances for dll funds
malnldihed by the Judge of Prabate

v

L

September 301 Bank Reconclliatlon for all accounts

L

Summary of Recelpls and Dkbursements

Surcrnary of Recelpts and Dlshupsetnentsxdss
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MINIMUM ACCOUNTING REQUIREMENTS —
CHART OF FEES

» A llsting of all fees belng caliecied and the legal authanty for each fee ot
detlved from ihe charl in Code of Alabama 1975, Sectlon 12-12-20, must ba
madntained.

» Chart of Ezese
+ Coda Secilon 12-12-90.dock
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